DEPARTMENT OF GENERAL SERVICES Schedule No. 1624
RECORDS MANAGEMENT DIVISION - .
RECORDS RETENTION AND DISPOSAL SCHEDULE age 1 of 1

Department of Health and Mental Hygiene DivisionUnit o
Medical Care Finance and Campliance Administration Division of Medical

Assistance Recoveries
Executive Section

e e et

Description Retention

Files of former employees of the Medical Assistance Retain in office for
Recoveries Unit two (2) years, then
 transfer to the State
Files include work history for the duration of employ-| Records Center for
ment within the Medical Assistance Recovaries Unit. four (4) years and
Contents would include effective starting date, annual destroy.
evaluations, disciplinary actions, reclassifications,
sick leave documentation, and any other miscellaneous
filing.

Timesheets - same as above.

Folders include copies of bi-weekly timesheets.

Chronological files of the activities of the Retain in office for
Division of Medical Assistance Recoveries five (5) years, then
transfer to the State
Files include documentation of the work performed in Records Center for
the case areas of the three sections comprising DMAR. four (4) years and

‘ destroy.

Health Management Systems Contract Retain in office for

‘ six (6) months after
Files include activities of the TPL Contractor, contract terminates,
Health Management Systems, IncC. then transfer to State
Records Center for 5
years and destroy.

Miscellaneous : Retain in office for
five (5) years, then
Consists -of anything not mentioned or described in transfer to the State
items one through four above. Records Center for
four (4) years and
destroy.

Schedule Approved by Department, Agency,  {Schedule Authorized by State Archivist
r Division Representative '

Date éw - @/?2&/9 "/ . Date 5/) 9-/7 ,4

Signature

yped Narfe___Greta E. Rolland Signature VM e

itle_ Chief - 725-/760 {
GS 550-1 (Rev. 1/93)
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DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20734

’ . _. TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECOROS RETENTION
SCHEDULE (OGS 550-1)

Page of ____—

3. UNIT

PARTMENTIAGENCY
Dept. of Health and Mental

Hyagiene

2 DIVISION _ o
Division of Medical

Assistance Recoveries

DEFINITION - Records Series - A group of relatad records normaily fled and used as 3 unit for referance as wall as retantion and disposition purposes.
5. EARLIEST YEAR | LATETEST YEAR

4, RECORD SERIES TITLE

Files of former employees of the Medical Assistance 10
Recoveries Unit.
_ e

§. RECORD SERIES DESCRIPTION ( Briefly descnbe the types of information/documentsfoms found in the Sefies Include the purpose of funchon of the Series)

Files include work history for the duration of employment within the Medical Assistance
Recoveries Unit. Contents would include effective starting date, annual evaluations,

disciplinary actions, reclassifications, sick leave documentation, and any other
miscellaneous filing.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
¥ Fie Drawer(s)
¥ Letter Sae o Microfim % Aphabetcal a Microfilm Res! (s)
o Computer Tape (s}
O legal See o Computer Tape o Numerical ’ 1 o Other (Se2cfy)
© Bound Book O Floppy Disk o Chronological . Number
o Audio Tape O Video Tape o Geograhical ° 10. ANNUAL ACCUMULATION
R % File Drawer (s}
0 Other {Spectty) o Other {Specty) o Microfim Real (s}
o Compuie! Taceis)
1 g Other (Specdy) ————
I
Numbet
41. FILE IS USED 12 FILE BECOMES INACTIVE AFTER
o Daiy G Weekly B Monitly 4 o Monns) B Yerl®
Number
43. CURRENT LOCATION(S) (Bidg.. Floor, Room) 44, IS RECORD SERIES DUPLICATED ELSEWHERE? (f yes, specfy 2gency of cfiice)
201 W. Preston St. P 1
Second Floor, Room 203 K Yes DHMH Personne o Ne
45. ACCESS RESTRICTIONS ({If yes, cte law(s) & reguiation(s) 46. AUDIT REQUIREMERTS

o Yes B No B None o State o Federal O Indepencert

17. IS AN INDEX SY_STEl USED? (If yes. explain bnefly anc 18. RECOHIlENDED RETENTION
describe any hardware/software) : .
Retain in office for two (2) years, then transfer to th&

‘ o Yes ¥ No State Records center for four (4) years and destroy.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Greta E. Rolland, Chief 410-225-1760 May 4, 1994

DGS 5504 (Rewsed 193)
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ORDS INVENT ORY

AGENCY REC

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7215 WATERLOO ROAD
pO. BOX 275 - JESSUP. MARYLAND 2074

ﬁ]ﬁm _ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

eVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {0GS 350-1)

2. DIVISIOR N
Division of Medical
Assistance Recoverles

¢ referance as weil 38 retention an

5. EARLIEST YEAR | LATETEST YEAR

1. DEPARTMENT/AGENCY

Dept. of Health and Mental
Hygiene

DEFINITION - Recards Serles - A group of reiated records

d disposition putposes.

normally filed and used as 3 unit fo

4. RECORD SERIES TITLE
Timesheets 10
O .
» - ——
eries include the purpose of funchion of the Sefies)

6. RECORD SERIES DESGRIPTION ( Brefly descnbe the types of infonnatioddocumemsnoms found in the S

Folders include copies of bi-weekly timesheets.

- —
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE ) 9. VOLUME
’ R File Drawer(s)
By Letter Sae o Microfim o Alphabetical c Microfilm Reel (s)
. ¢ Computer Tape (s)
O ‘Legal Sze o Computer Tace ¥ Numerical c Otner (Specfy) —————
O Bound Book o Floppy Disk o Chronological
o Audio Tape O Video Tace a Géogmm'z, 10. ANNUAL A;cuuuumou
. % File Orawer {s)
o Other (Speciy) a Other (Specty) G Mcrofim Reei (s)
o Comguiel Tag2is)
1 c Cther (Soecﬂy) S —
Number
11, FILE IS USED 12, FILE BECOMES INACTIVE AFTER
o Daly B Weekly o Menibly 4 o Mo © Yl
Number
ERIES DUPLICATED ELSEWHERE? (fyes. specify agency of cffice)

43. CURRENT LOCATIONG) (Biag.. Floor, Room) 14. 1S RECORD §

201 W. Preston St.
second Floor, Room 203 g Yes DHMH Personnel & No
—
45. ACCESS RESTRICTIONS (f yes, cite law(s) & reguiation(s) 16. AUDIT REQUIREMENTS . .
o Ye N o None ¥ Stae o Federal ¢ Indepencent g
47. 1S AN INDEX SYSTEM USED? (I yes. explain dnefly ard 18. RECOMMENDED RETENTION ‘
for two (2) years, then transfer to the;

Retain in office

center for four (4) years and destroy.

descrbe any haroware/software)

: ‘ c Yes % No State Records
19. NAME AND TITLE OF PREPARER ) 20. TELEPHONE NUMBER 21. DATE
Greta E. Rolland 410-225-1760 May 4, 1994

DGS 5504 (Revised 1193)
"
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nﬂﬂmg_ﬁ;/ _ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
g0 RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 356-1)

AGENCY RECORDS INVENTORY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7775 WATERLOO ROAD
p.0.BOX 775 - JESSUP. MARTLANG 20784

1. DEPARTMENTIAGENCY

DEFINITION - Records Serles

4. RECORD SERIES TITLE

edical Assistance Recoveries

Dept. of Health and Mental Hygiene Division

. A group of relatad recstds normally

onological files of the activities of the pivision of

2. DIVISION ) ’
of Medical

Assistance Recoveries

filed and used as 2 unit tor referance 23 voll as ratantion 3R

d disposition purposses.

5. EARLIEST YEAR ! LATETEST YEAR

70 eoo—

sections campris ing DMAR. '

¢. RECORD SERIES DESCRIPTION ( Brefly descroe the types of infomahonldocumenlsﬂonns found in the Series inciude the purpose of
the case areas of the three

Files include documentation of the work performed in

funchon of the Senes)

7. RECORD SERIES FORMAT(S)

3. VOLUME

§ SEQUENCE
8. RECORD SERIE File Drawer(s)

ﬁ.Abhabehml c Microfim Reei ()

x Letter Sze o Microfiim 1
c Computer Taoe (5)
O Legal Sze o Computer Taz2 o Numerical ¢ Otner (So2%3f) —
G Bound Book o Floppy Oisk c Chrmloéml
i o ' 10. ANNUAL ACCUMULATION
o Audio Tape O Vices Tace o Geograchical x File Orawer (s)
: N o Micwcfim Res (s)
o Other (Specdy) — — ——m——— c Other (309557) IR c Compuie! Jaceis)
¢ Ctner (Seecty) ———
11. FILE IS USED 42 FILE BECOMES INACTIVE AFTER
 Daiy o Weekly X Meny . S o Mo XY
Number

43. CURRENT LOCATION(S) (Blca., Ficor, Room)
201 West Preston Street
Second Floor, Room 203

14. IS RECORD SERIES DUPLICATED ELSEWHERE? Qf yes. spendy agency o cfice)

e T

DHMH Personnel '  No

o mmrmss T

15. ACCESS RESTRICTIONS (if yes. cite tawis) & reguiaten(s)

o

o Yes - X N

=

16. AUDIT REQUIREMENTS

£ederal C Indepencent

47. 1S AN INDEX SYSTEM USED? (If yes. exglain Seelly and
descride any naraware/software)

c Yes

\

X Ne

K None a State
18. RECOMMENDED RETENTION

then transfer to the
and destroy.

Retain in office for five years,
State Records center for four years

19. NAME AND TITLE OF PREPARER

Greta E. Rolland, Chief

21. DATE

May 4, 1994

20, TELEPHONE NUMBER
410-225-1760

* DGS $504 (Rewsed 1S3}




nﬂ_au_ulﬂﬁ' _ TYPE OR PRINT A SEPARATE FORM FOR EACH new | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY 1
R0 SERIES. FORWARD WITH RECORDS RETENTION CECORDS MANAGEMENT DIVISION
8 WATERLOC ROAD of
Page —— O T

REVISED RE!

SCHEDULE (OGS 5%0-1)
PO.BOX 25 - JESSUP, MARTLAND 20T

y
‘/
4. DEPARTMENTIAGENTY 2. DIVISION ' 3. umt
bept. of Health and Mental Hygiene ivision of Medical '
: Assistance Recoverie
a8 2 unlt for reference &8 weoll 23 1etantion and disposition purposet.

. A group of relatsd [ecords normally filed and vsed
T YEAR ! UTETEST YEAR

DEFINITION - Records Serles
5. EARUES

O

4 RECORD SERIES TITLE

Health Management Systems Contract

of the Series)

nciude the purpose o funchion
Systems, Inc.

orms found in the Sefies |
Health Management

ypes of intonnanonlcocumemsﬂ

DESCRIPTION ( Bnefly descrbe the t
TPL Contractor.

6. RECORD SERIES
e activities of the

Files includ

7. RECORD SERIES FORMAT(S) 3. RECORD SERIES SEQUENCE 3. VOLUME :
X rie Drawet(s)
¥ Agphabetcal c Microfim Ree! (s)
= Computer Tape (s)
c Other {Soesy)

. ¥ Letter Sze G Microfiim
. ¢ Numercal

O Legal Sze o Computet Taze

© Bound Bock o Floppy Orsk ¢ Chuonalogical
o Audio Tace O Video Tace ’ fial 10. ANNUAL ACCUMULATION
© Ggoqran . % File Orawe! (s)
c Micrelim Reel (8)
= Compuief Tazels)

c dner (Specty) ————

c Cthet (Spec:fy) e —

@ Other (Specty)

12. FILE BECOMES INACTIVE AFTER

11. FILE IS USED '
5 c  Montn(s)

c Weekly £ Mty
Number

X Year(s) 4
_ t

= Daiy -
Re? (fyes. spensy 3gency ot cffice)

ES DUPLICATED ELSEWHE

42. CURRENT LOCATIONE) {Blag., Floor, Reom) 14, IS RECORD SERI
DHMH Persormel c Ne

201 West Preston Street
Second Floor, Foon 20 CawEE
16. AUDIT REQUIREMENTS

f yes. cite lawis} & reguiation(s)
*X None o State federal c  indepencent

15. ACCESS RESTRlCTlONS {
S & NS

o Yes

17. 1S AN INDEX SYSTEM USED? (f yes. exlan drefly and 43. RECOMMENDED RETENTION
descrbe any haraware/software)
Retain in office for 6 months after contract
o Ye K Ne rerminates, then transfer to State Records center for
five years and destro

410—225-1760

land, Chief

Greta E. ROl

0GS 5504 (Revissd 1193}
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o o
//ﬂslgllgﬁs _ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
/ngsED RECORD SERIES. FORWARD WITH RECORDS RETENTION’
scHEDULE {0GS 550-1)

PARTMENTIAGENCY
pDept. of Health and Mental

Hygiene

DEFINITION - Records Series -

4 RECORD SERIES TITLE
Miscellaneous

A group of related records normally filsd

5. RECORD SERIES DESCRIPTION ( Brefly descroe the types of information/documentsAorms found in the Series

consists of anything not mentioned Or describ

~ AGENCY RECORUS FEE=T0

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION
7275 WATERLOO ROAD

p.0. BOX 275 £ JESSUP, MARY LAND 20754

2. DIVISIQN L
pDivision of Medical

Assistance Recoveries

and used 23 8 unit for reference 1% weoll 38 tetandion and disposition purposes.

5. EARLIEST YEAR [ LATETEST YEAR

o

Include the purpose of funchion of the Sefies)

above .

through four

ed in items one

* 7. RECORD SERIES FORMAT(S)

R Lleter Sce o Microfim

o Legal See n Computer Taz2
g Bound Box o Fioppy Oisk
o Audio Tape o Vieeo Tace

o Other (Specdy)

9. VOLUME

8. RECORD SERIES SEQUENCE

gile Drawef(s)
Microfim Resl {s)
Computer Taoe (s)
Otner {Specdy)

B Aphabetcal

onoo &

o] Numeﬁal

s} Chronological

10. ANNUAL ACCUHULAT\ON

¥ File Drawef {s)
& Microfim Resl (s)
c Compute! Tapeis)
C Cther (Specty)

o Geograptica!

c dher {Specty)

41. FILE IS USED

g Daiy 2 Wesxly

12. FILE BECOMES IHACTIVE AFTER

N S
Number

B

Year(s)

o Monin(s}

43. CURRENT LOCATIONG) (Bldg.. Floor, Room)
201 W. Preston Street
second Floor, Room 203

44, |S RECORD SERIES DUPLICATED ELSEWHERE? {if yes. specdy agency of office)

g Y& ——— ¥ No

15. ACCESS RESTRICTIONS (i yes. cite law(s) & reguiatens)

_ ¥ N

o Yes

16. AUDIT REQUIREMENTS

5 None o S\é&e X Federal g Independent

*

17. 1S AN INDEX SYSTEM USEDT (M yes. explait nnelly and

descroe any nardware/sohiware)

3
18. RECOMMENDED RETENTION !

Retain in office for two (2) years: then rransfer to the

G Yes E N state Records center for four (4) years and destroy
15. NAME AND TITLE OF PREPARER 20, TELEPHONE NUMBER 21, DATE
Greta E. Rolland, Chief 410-225-1760 May ‘4. 1994

0GS 5504 (Rewsed 1193)




